E

O

DOCUMENT RESUME

ED 051 489 aC 010 403

TITLE Training Progranm for Cooperative Student Trainees in
Professional Career Options; &S-%Yrainee-~2 to Trainee
Gs-17.

INSTITUTION Coast Guard< (Dept. of Transportationj, washington,
D.C. Oifice ol Personnel.

%OTY 65p.

FDRS PRICE EDRS Price MF-$0.65 HC-$3.29

DESCRIPTORS *Adult Education, #*College Curriculum, *Educa*tional

Programs, Protessional Personnel, #Promotion
{Occupational), *Work Study Progranms

ABSTRACT

The Student Trainee Work-Study Training and
Promotion Plan is designed to furrish the Coast Guard with a
long-range program for recruiting, developing, and retaining the Lest
potential professional talent availabi». Students are selected for
participation ir the progrem on the basis of demonstirared scholastic
arility and must m+intain a relatively high level of scholastic
performance. Sirty-one colleges and universities participate in
providing training. The candidates nust have been enrolled or
accepted for enrollment in a coopetative vwork-study program in one of
the colleges of vniversities in a curriculus leading to a bachelcr's
degree in, or closely allied t2, the field in which they will recr:ive
on-the-job training. The training progrtam cuvers the followving
Eields: Accountant, Aeronautical Engineer, Architect, Busincss
Administration, Civil Engineer, Comptrolletrship, Electrical Engineer
(Marine or Power), Electronics Engineer (Communications and Search,
Navigational Aids, Radio Station, Flectrorics Engiaezring),
Mathematician, Mechanical Engineer (Heating, Air Conditioning and
Ventilating; and Marime), Naval Architect, Oceanographer, and
Physicist. Instructional paterials and pian, facilities and
equigment, performaince standards, a rating tactors form, and
definition of rating factors are discussed. (DB)

RIC

Aruitoxt provided by Eic:



US DEPARTMENT OF HEALTH.
| EDUCATION & WELFA
OFFICE GF EDUCATION.
PIS DOCUMENT viAs BEEN PEPRO
SED BAACILY 45 RECEIED FAON
E FSON OR o ANIZATION 08
. OINTS OF Vit W o8 8 oF!
' [ r\s 5 80 00 her NE £ss)
N1 OFFICIAL OFFICE OF
TN FOSI TN R PO

By

Ao

r
COAST GUARD

COOPERATIVE
WORK-STUDY
PROGRAM

- OF THE
U.S. COAST GUARD




TRAINING PROGRAM FOR
COOPERATIVE STUDENT TRAINEES IN

PROFESSTONAL CAREER OPTICNS
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FOREAORD

4 1, Scope, This is a Coast Guard-Wide Agreement and covers Cooperative
Student Iraineos enrolled in professional career options and assipgned to:

Coast Guard Headquarters. Washington, D, C.

First Coast Guard District, Boston, Massachusetts
Second Coast Guard District, S, Louis, Misscuri
Third Coast Guard Tistrict, New York, New York

Fifth Coast Guard District, Portsmouth, Virginia
Seventh Coast Guard District, Miami, Florida

Eighta Coast Guard District, New Orlcans, Louisiana
Ninth Coast Guard District, Cleveland, Chio

Eleventh Coast Guard District, long Beach, California
Twelfth Coast Guard Distriect, San Francisco, Caiifornia
Thirteenth Coast Guard District, Seattle, Washington
Fourteenth Coast Guard District, Honolulu, Hawaii
Saventeenth Coast Guard District, Juneau, Alaska
Washington Radic Station, Alexandria, Virginia
Electronic Engiresring Ceater, Wildwood, New Jersey
Oceanographic¢ Unit, Washington, D, C,

q, Coast Guard Yard, Curtils Bay, Marvland ’Baltimore)
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2, Work fssignments, Projects to which students will be assigned are
ernlained in detail under the various options so that each student will
know in acvance what will be expected of him and what he can expect of
Coast Guard,

3. Coordinator. The Cilef, Erployee Developrunt Branch, Civilian
Personnel Division, Office of Fersonnel, U, S, Coast Guard Headquarters,
Washington, D, C,, is the Coordinator for all Cooperative Student Trainees
assigned 1o Coast Guard by participating colleges and universities,
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A. PARTICIPATING COLLEGES AND UNIVERSITIES

This Agreement between the United States Coast Guard and the colleges
and universities listed below is applicable to the engineering, scien-
tifiec and admiristrative career options described in detail in Sectlon V
page iii.

1. University of Alabama, University, Alabama

2. Alderson-B:oaddus College, Philippi, West Virginia

3, University of Arizona, Tucson, Arizona

4, MAuburm University, Auburn, Alabama

S5 Antloch Collepe, Yellow Springs, Ohio

6. Arlington State College, Arlington, Texas

7. University of Akron, Akron, Ohio

8. Bradley University, Peoria, Illinois

9. California State Polytechnie College, Pomona, Califnimia
10, University of California at Berkeley, Berkelsy, Californie
11, The Cleveland State University, Clevelar, Dhio

12, Commell University, Ithaca, New York

13. University of Cineinnati, Cincinnati, Ohio

14, University of Denver, Denver, Colorado

15, University of Dstroit, Detroit, Michigan

16, Drexel Iastitute of Technology, Philadelphia, Pennsylvania
17. Evansville College, Evansville, Indlana

18, University of Florida, Gainesville, Florida

19. Florida State Univ-rsity, Tallahassev, Florida

20, Georglia Institute of Technology, Atlanta, Georgia

21, University of Houston, Houston, Texas

22, Illinois Institute of Technology, Chicago, Illinois

23+ University of Illinois, Urbanay, 111'nois

24, Towa State University of Science & Technology, Ames, Iowa
25, Kent State University, Kent, Ohio

26, Louisiana Polytechnic Institute, Ruston, Louisiina

27+ louisiana State University, Baton Rouge, Louisiana

28, University of Louisville, Louisville, Kentucky

29, Lamar State College of Technology, Reaumont, Texas

30, MNarquette University, Milwaukee, A sconsin

3. Massachusetts Institute of Technology, Cambridge, ¥assachusstts
32, Undversity of Michigan, Dearborn, Michigan

33+ Filwaukee School of Engineering, Milwaukee, Wisconsin

3. University of Minnesota, Minneapolis, Minnesota

35, University of Missouri st Rolls, Rolla, Missousi

36, University of Missouri, Columbia, Missouri

37. Mississippi State University, State College, Mississippi
38, Universlty of Miami, Coral Gables, Florida

39. New Mexico State University, University Park, New Mexico
40. New Mexico Institute of Mining & Technology, Socorro, Nes Mexico
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Ly,
42,
43,
s
Ls,
464
L7,
48,
L9,
50,
51,
52,
53

550
56,
57«
58,
59.
60,
61,

Northeastern University, Boston Massachusetts

Northwestern University, Technolozical Institute, Evanston, Illinois
01d Nominion Colisge, Norfolk, Virginia

Purdue University, lafayette. Indiana

The Pennsylvania State University, University Park, Pennsylvania
Pratt Institute, Brooklyn, New York

Rensselaer Polytechnic Institute, Troy, New York

University of South Florida, Tampa, Florida

Southern Tochnical Institute, Marietta, Georyis

fan Jose St:te College, San Jose, California

Southem Metlodist University, Dallas, Texas

Southerm University A & M College, Baton Rouge, loulsiana
Tuskegee Institute, Tuskegee , Alabama

Tennessea Technologizal University, Cookeville, Tennessee
Uriversity of Tennessee, Knoxville, Tennessee

Texas A & M University, Tollege Station, Texas

Virginia Polytechnic Institute, Blacksburg, Virginia
YAlberforce University, Wilberforee, Ohio

University of VAsconsin, Milwaukee, Wisconsin

Wisconsin State University-Platteville, Platteville, VAsconsin
University of West Florida, Pensacola, Florida
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I. REASON FOR TRAINING PROGRAN

The purpose of the Student Trainee Work-Study Training and Promotlon
Plan is to furnish the Coast Guard organization a sound, long=-range
program fer recruiting, developing and retaining in its employ the best
potential professional talent availablee The selection process at the
professional level will be improved by pemitting the trainee and the
managenent staft to evaluate cach other during the training process. 4
better "end product! is antiecipated from tnis plan than from ordinary
full-time college study since the work experience ill be a valuable
supplement to the treinee's academic worke. It will assist in allevi-
ating the shortage of techniecally trained versonnel Ly providing college
training for some studer:its who could not otherwise afford it and by
attracting into these professions students who would otkerwise follow
other lines of endeavor. This plan will also be of direct reeruiting
value since studentr participating in *the program will learn about and
publicize opportunities for application of professional skills in the
Coast Guard organization.

Students are selected for participation in the Student Trainee Work-Study
Program on the basis of demonstrited scholastic ability, and each student
must maintain a relatively high level of scholastic performance to retain
his status at education instituticne This respor sibility rest with the
school in which the student is enrolled. 1he CTsast Guaird assumes a
parallel 1esponsibility which ensures the school and the trainee full
cooperation at all levels of the orgarization for maxinum develcpment of
potential professional skills.

ITI. COVERAGE

Thas Training and Promotlori Plan is intanded to apply to employees who

are engaged in a Cooperative Vork-Study Program in englneering, scientific
and administrative fields, accredited by the Engineer*s Couneil for Profes-
slonal Development or one equivalent thereto in type, scope, content and
quality, which provides for continuation of study until completion of
requiremente for a Bachelor's degree in one of the options listed in
Section V, page 1ii.

ae 05-2 to be trained as GS-3
be (33 to be trained as GS-4
¢e GS-4 to be trained as GS-5
de GS-5 to be trained as GS-5
e, GS=5 to be trained as GS-7



I11, .SELECTYON REQUIREMENTS

Candidates must have bLeen enrolled or accepted for enrollment in s
cooperative work-study program in an accredited college or university
in a curricvlum leading to the bachelor's degreo witb specialization
in or <losely allied to the field ir which they will receive training
on the job. The degree of specializetion in this fleld must have been
such that at time of graduation the specific cowrse requirements which
are spacified for eligibility in the U,S, Civil Service Commission's
examination for the corresponding GS-5 or GS-7 professional positions
can be met.

Additional reguirements
For Student Trainee 0S-2: None.

For Student Trainee GS-3: One full academlc year (one or more periocds)
of study at a college equal in length to two
gemssters or thres qQuarters,

For Student Trainee GS-L: Two and one-half full academic years or
eight quarters of study; or one-half of the
tolal number of perlods of study in college
required for tha bachelor's degree plus one
period of employment as Student Trainee G5-3,

For Student Trainee (S-S: Three-fourths of the total number of peric.ds
of study in college required for the bache-
lor's degree and one period of employment as
Student Trainee 3S-L; or upon completion of
6 months of Student Trainee 03-L work
experience,

By "period of study in college” is meant a gsemester or quarter of atten-
dance at college in a cooperative curriculum. 4 Pperiod of employment”
is one of the work perlods of an alternating work-study program of a
cooperative curriculum, o1 pirt-time employment equivalent to 60 days!
full-time employment.

The additional requirements are expressed in terms of the time occupied
in attendance at college. Thus, if & cooperative curric' lum consists
of 11 quarters in college and 8§ in employment, the minirmum requirement
for advancement to GS-4 1s ¥ of 11, or after 5% quarters of college
attendance, regardlesa of the relative arrangement of tha study and
work periods,

IV,  QUALITY IN SELECTION AND RETENTICN

Students selected for “he cooperative work-study program must have
demonstrated better than average ability or potential. This provision
may be satisfied by any one of the following:
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1. The candidate zat:isfies a "quality" standard applied by the
school for entrance iuto the cooperative program which is clearly more
demanding than the standsmi applied to students not in cooperative
programs.

2. The candidate has a "BY sverage in his high achool or college
work.

3. The candidate stands in tho wiper half of his class, including
all departments of the college or university, based on completed aca-
demic work in college or high school, or on his score on college entrance
tests.

4. The head of the dspartment or other respon3ible school official
certifies that considering the candidate's total qualifications including
achievements, demonstrated leadership, motivation, and perscvnal cheracter-
istics, the cardidate is vary lilely to perform in a highly successful
panner.

Student trainees are required to satisfy both the academic stendards of
the school and the wor' performance standards of the employing ageuncy.
Students who fail to maintain sppropriate acedemic standards will be
droppea from employ.wut.
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V.

QUTLINE OF TRAINING FRCGRAN

1.

ACCOUKTANT (PLANNING, PROGRAMMING, BUDGETING)

The in-service training will consist of three to five progressively
respensible assignments (approximately thirteen weeks each) at U. S,
Coast Tuard Headquarters. Occasional travel for familiar®zation
and orientation may be required.

a. GS-099-3 Assignments

(1)

(2)

(3

(4)

(5)

(6)

be GS-099-3 Assignment

4inimum 13 veeks

This period will be under guidance of Program Analysis
Pivision and will inelude an orientation p:riod to famil-
iarize the trainee with the organization, mission and op-
erations of the Coast Guard.

Poutine collection of statistical and operational employ-
ment cata for all Coast Guard activities.

Routine comparison of werk-load history and projections on
Capital Improvement Projects to current work-load reports.

Collect statistical data for use in alternative analysis
on the Coast Guard's long Range Planning Simulation Model.

Review files of Capital Improvement Project (Acquisition,
Construction and Improvement Projects), Unit Development
Plans and Operational Flanning Froposals.

Review procedure of the Coast Guard Plaini=g, Prograidming,
and Budgeting System.

Minimum 13 weeks

Work assignments will be under direction of the Chief, Budget and
Cost Analysis Division.

(1)

(2)

(3)

&)

(5)

Investigate neasurement of output at shore stations for
program budget cost allocation.

Study method of measuring military readiness costs for
vessels.

Revliew cosl data and outline gaps 1w maragement infoi-
mation as preliminary steps in revision of cost accounting
structure.

Study and dovelop method of projecting five-year retired
person.el plan including RSFPP partieipation.

Kake a series of case studies on facilitles replacements,

(AC&I), using last year's issue paper as a starting point.
Extend to small toat replacenents.

- 3 a
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(6)

Make study on "in house" uiser charge concept for
allocating cost of multi.mission facilities,

; c. GS.099.3 Ass’ gnments Minimum 13 weeks

(1)

(2)

(3)
(4)
(5)
(6)
(7
(8)
(9)

Work assignments will be under the direction ot the Chief,
Administrative Management Division,

Participate with staff analysts in:
(a) Organization studies and reviews
(b) Systers and procedures studies
{c) Vorkload and staffing studies

Perform administrative and analytical functions
assoclated with preparation and development of:

(a) Amencments tuv the Coast Guard Organization
Manual, CG-229

{b) Amendments to the Coast Guard Headquarters
Organization Manual, CG-229-1

{(¢) Functional Statements, Position Lists, and
Structural Organization Charts on major field
comrands as required by the Coast Guard Manpower
Utilization Progranm,

Review and analyslis of Coast Guard reports

Review, analysis and design of Coast Guard forms,

Evaluation of machine utilization reports,

Comparison of ADP equipment proposals,

Development of ADP requirements,

Conputer Systems design,

ADP documentaticn,



d, GS5-099.4 Assignments Minimum 13 weeks

Work assignments will be under the direction of the Chief. Program
Analysis Division,

(1) Review status of Coast Guard approved Long Range Plan,
Cetermine what portions of the plans have been imple.
mented,

(2} Collect and coordinate data for on-going long-range planning
studies,

(3) Review outputs from computer runs of the Coast Guard long
Range Planning, Simulation Model,

(4) Review and assist in coordination and preparatlon of
Coast Guard budget documents,

(5) Develop operational justification for selected projects,
(6) Assist in preparation of Budget Issue Papers,
e, GS4099.4 Assignments Minimum 13 weeks

Work asslgnments will be under direction of the Chief, Data
Processing Division,

(1) Avtomatic Data Processing Equipment Orientation and
Familiarization, Through orientation sessions and
reading assigmments, will c¢aver basic elements,
relationships t« other equipment and business.type
applications,

(2) Machine and Computer Principles and Ccncepts. Reading
selections un EAM and ADP equipmant,

(3) Operation of Computer, On-site orientation in ADP equip-
ment and practlce ia its operation under close supervision,

(4) ADP Budget and Finance Applications, Attend seminars and
leccures at Civi) Service Commission or U, S, Department
of Agriculture Graduate School,

(5) Crientation in Input-Output Control for Management ADP
Applications, Through orientation in nature and timing

of the output regquired, trainee is given appreciation of
control of input data, erruvr detection routines, and
correction procedures.

(6) Programming (busie) - Attend manufacturers® school,

=
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(7) Installation Managemnent. Intensive on-the-job training in
such subjects as work measurement, corversion procedures, work
scheduling, and applicaticn of new procadures.

f. G5-099-L Assignments Minimum 13 weeks

Work assigrments will b2 under direction of the ClL.lef, Operations
Planning and Programming Staff,

(1) Review and coordinate operations input to:
(a) ACZI Project
(b) Unit Development Plans
{¢) Operaticnal Planning Proposals

(2) Maintain corrections to Long Range P -ns and planning
documents,

(3) Assist in preparation of input documents for Pl:nning-
Programming and Budgeting System,

(4) Aassist in preparation of selected Budget Issue Papers.

(5) Assist in development of oper~tional justification for
selected projects,

ge 05-099-5 Assignments Minimm 13 weeks

Work assignments +vill be under direc.ion of the Chief, Piogram
Analysis Dlvision.

(1) Assist in plamning studies through data colleciion and
analysis of routine data,

(2) Assist in preparing alternative analysis of Coast Guard
facility requirements through Long Range Planning Simulation
Model.

(3) Assist in review of Unit Development Plans and related
AC&I Projects.

(h) Assist in review and up-date of Long Rarge Facility Require-
ments Plans,

(5) Assist in preparation of annual PPBS sutmission by analy.is
of Program and Flnancial Plan data submitted by Program
¥anagers and Directors.
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2. AERONAUTICAL ENGINEER

a,

GS-895-3 Assignments 13 - 26 weeXs

(1

(2)

(3)

()

A shori orientation period in Coast Guard Headquarters
to famillarize trainee with organization, mission and
operations of ithe Coast fuard, as well as famili:zriza-
tion with Coast Guard engineering (mostly Aeronautical)
and Aeronautical support.

Assigrnmsnt to Ceast Guard Aircraft Repair and Supply
Base, Flizabeth City, N.C.,, with a short orientation
course to familiarize trainee with AR&SB organization
and objectives,

Assignment to shops in Overhaul and Repair Division at
ARZSB fo1r 10 veeks, In eacr shop, trainee will study
and becore familiar with manuals, instructions, notes
~ate, govering work performed in the shop. He will
learr and perform the simpler operations involved in
the shop functions, in the following shopos: Metal
‘'elding, Zlectro-vlating, 1ool Crib, Machine, Landing
Gear and Hydraulies, Controls and Floats, “fings ard
Deicers, and ¥ull Repairs, Aircraft Disassembly and
Assembly, and Fixed Equipment Removal and Installation,

Home studv: The trainee's superior will assign home
stud: work from references dictated by the trainee’s
interest and/or as indicated by his project assign.
ments,

GS-899-4 Assignments 13 - 26 weeks

$9)

(2)

Continued assiznment in shops of the Overhaul and Re-
pair Division, as follows: Instrument, Engine Build-up,
Aecessory, Engine Removal and Installa‘ion, Fuel Systems,
Paint, Fabric, Parachute Loft, Helicopter Components,
Proveller, and FElectrunics, for a period of 9 weeks,

Assigrment to A8SB Field Supply Division, In each
section and suosection, the trainee will study and
become famtliar with manuals, instrnctions, notes, ete.,
governing the work performed in the section, He w'll
learn and perform the simpler operations involved .-
the functions of the Iaventory Section, Supply Control,
Stock Contrel, Storage Control, art Traffic Control
Subsections, and the Tecthniril Section, for a period of
3 weeks,

-7 -
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(3) Home Study: The ‘rainee’s supervisor will assign home
study work from references dictated by the tralnee’s
interest andfor as indicated by his project assigrments,

(4) Assignment to Coast Guard Air Station, Elizabeth City
for 9 days for familiarization with the functions of
a typical air station,

¢, GS5-895-5 Assignments Minimum 13 weeks

{1) Assignment to the AR&SR Production Control and Enzineer-
ing Mvision, to participate in planning and engineering
of structural reparis, prototyping of various instalisz-
tions, for a peried of 9 weeks,

(2) Assigmment to the Elizabeth City Air Station as follows:

{a) Assist Tgineering Officer to schedule and perform
routine inspections o aircraft, Perform neces-
sary research in manuals and records to determine
need for narts replacement or repair, and to obtain
data for preparation of Unsatisfactory Reports
{UR's), Prepare UR's and perform such other duties
as the Engineering Officer may decide, for a period
of 3 weeks,

(b) Assist Operations Officer to schedule flights,
trairdng, etc, Perform such guties as the Operaw
tions Officer may decide, for 1 week,

(3) Home Study: The Training Officer will assign home
study work from references dictated by the traince's
interest andfor recommended by his supervisors,

d. G5<800-5 Training for GS-200.7 Minirmum 3 months

{1) Ass*vned to Peadguarters, "he trainee will spend one
week in the Avliation Division of the Office of Opera-
tions, becoming familiar with the functions of the
Operations Section and the Personnel and Services
Section,

(2) The trainee il spend remainder of period in the
Aeronautical Engineering Division, as follows:

(a) Study and make orpanization charts (list sources)
of main Government Tepartments, substitute Trans.
portation for Treasury, Coast Guard, Coast Guard
Headauarters, O0ffice of Ingineering, EAE, QAU,
ARESB, typical Adir Stations and Detachments,

Q -8 .
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(®)

(c)

(d)
(e)
(£)

(g)

(h)

(1)

($

ERIC

List Air Stations and Detachments (and AR&SB) with
aircrart types, numbers, personnel, engineering
capabilities, locatjon, reason for location (Ice
Patrol, intercept, etc.) and give a brief history,

Review Standard Aircraft Characteristics Charts
on Coast Guard aircraft; review MIL specifications
pertaining to the charts,

Pead a brief history of Coast Guard aviation,

Siudy specification and technical order system of
CG, USN, USAF, .N, NAF, and SAE, indices, etc,

Field trips to aircraft manufacturers® plant and
air stations.

Review SD-2%4, ard individual Coast Guard aircraft
specification, SR-6 and corresponding data, For
one airplane, find and 1list all pertinent publi-
cations, ©Study and list directives ectablishing
Coast Guard UR system; review and list Yavy FUR
scheme anc¢ correspondence, ete, on CG participation
in same, Fake a 1ist of UR's on assigned airplane
ard perform brief analysis of saue,

flead and 1ist airectives establishing Engineering
Change Proposal system, Study ECP's on assigned
airvlane, correlating them to UR list, Rz2ad and
list directives relating ito working of Intra-Bureau
Change Committee system, Read and list directives
relating to ASC syster, and corrslate ASC's to
UR=%CP list on assigned airplane,

Read and 1list directives vertaining to Coast Guard
Bulletin, Change, Technical Crder and lechrical
lemo series., List and coriela*e Coast Guard publia
cations to UA-ECP-ASC list, (Publications and
Admird strative Mznagement Divisions organlzation,
functions znd directives relative to preparation
of CG publications,)

Study and make organization chert of Supoly Division:
scan through Comptroller'’s }anual; 1list pertinent
paragraphs, Stud' manual of Budgetary Adnministraa-
tion: how Coast Guard obtains funds; duties and
responsibilities of peisons and offices charged

vith fiscal affairs, etc,

-9
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(k) Study and make organization chart of AR&SC Supply
Division and typical air Station Supply Section.

(1) Study and 1ist publications, correspondence, etc.
which establish procedure for ordering kits for
Coast Guard airecraft. Prepare sample paper work
Tor kit procurement.

(m) Write a  :itique of the training program.
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3. ARCHI!®CT

G8-099-2 fissignments Hinimum 13 weeks
(1) Operate ozalid machine

(2) Observe photostatic and photographic mettcds of re-
producing drawings.

{3) File and procure building materials information.

(1) l’ake tracing details of simple construction, such as
windows, doors, stairways, etc,

(5) Letter dravings, vsing freehand and mechanical devices,
GS-099-3 Assignments 13 . 26 weeks

In addition to a, above, the trainee shall acccmplish the
folloving:

(1) Trace eleaentary building plans such as st.eds, garages,
and aids to navigation shelters,

(2) Calculate the area and cubic contents of buildings,

(3) Traft sections and details of small buildings such as
dwellings,

(4) Assist professional architects in measuring up existing
facilities for which plans for additions, alterations,
or repairs are reguiread,

(5) Act as rodman or chaiiman on topographic surveys,

GS-099-4 Assignments 13 ~ 26 weeks

In addition to b, above, the trainee shall accomplish the
following:

(1, Tevelov elerentary floor plans and elevations using
standardized symbols,

(2) Pick off quantities of materials involved in ele-
mentary building projects.

(3) layout structural framing and foundations for small
structures,

(4) Aot as mte keeper on surveys and prepare topographic
maps of bullding sites,

-1t -
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(S-099-5 hssignments Winimum 13 weeks

In addition to c, above, the trainee shall accomplish the
following:

(1) Analyze the resuirements for portions of proposed
consiruction and prepare reports containing alternate
schernes and definite recommendations for providing tlie
necessacy facilities,

(2) Tevelop floor plans and elevations of buildings such
as lifeboat station and loran station barracks,

(3) O>raft outline specifications to accompany builing
vlans developed in (1) above,

(4) iavout siandardized items of elecirical and mechanical
ecuinment to satisfy the requireme-.s of the proposed
conctruction,

(5) Recvise plot plens of existing sites indieating the
relocation of bulldings, access recads Lo the buildings,
proverty boundaries and anv changes in ntilities such
~s power lines, water supply Systems, and sewage dis-
posal systems,

(€) Develop plot plans fc. vroposed sites for 2 limited
number of buildings, roads, utilities, and having
uncomplicated boundaries,

GS-1040-5 "raining for GS-1040.7 Minimum 3 months

(1) Under the suidance of a senior professional architect,
prepare plans for simple buildings.,

(2) Coordinate architectural work with the electrical and
mechanical englnesring vork,

{3) Prepare ro. ' specificitions for the architectural
vork to be inwrperated into the general specifications
by the chief specification writer,

(&) Prepare complete architectural details for the construc-
tion,

(5) hssist Government Svperintending Officer on building
construction,

(6) Prepare estimates o costs of construction inecluding
all phases of the project,

(7) Check contractors’ dravings and specifications for
agreement with contract,

- 12-
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BUSINESS ALIMINISTRATION (Accounting-Computer)

I,

II.

Introduction

The in-service training will consist of assignments from
thirteen to twenty-six weeks each at U. S. Coast Guard
Headquarters, Washington, D. C., where all aspects of the
Coast Guard Jdata processing prorram are carried out. Each
such assignment will be determined on the basis of its
value as on-the=job training in developing the capability
of the trainee to perform assignments at a higher level of
difficulty, and or with greater indeperdence and responsi-
bility. Assignmer.cs will bte related to the trainee's
academlic program and positive evaluation of the trainee's
skills, abilit.es, and stage of development.

To avold minor amendments to the agreement, sufficient
flexibility is permitted te:

1« Tailor within the total szope and overall otjectives
of the training program, the length and intensity of
the subject matter to meet the individual needs of
the trainees. In no instance, however, will the
training be less than seveanty-eight weeks.

2« Alter the sequence of training to allow for learning
experience to be responsive to actual work situations
as they arise during the trair.ing period vhen condi-
tions or experienc2 indicate: tho desirability of
such alteration.

3. Add or modify subject material depending on techne-
logical change, the needs of the activity, the needs
of the trainee, and the conclusions drawn from eval~
uation experience of the program.

The program will be conducted by the Data Processing
Divlsion, Headjquarters, U. S. Coast Guard., Orientation,
on=-the-job, and elassroom instiuctors will be of recognized
executive, journeyman, or super-visory level, as practicable
in the appropriate occupational field. All instrictors
will be fully qualified and wlll have demonstrated aptitude
for conducting training. As a matter of general practice,
the instructors will be at the GS-9 level or above.
GS-334-3 Assignrents Thirteen Veeks
1+ Basic orientation ard famildarization in automatic
data processing (heraafter referred to as ADP).
Orientation in basic elements and relationships and
punched card equipment (EAM), peripheral equipment,

- 13-
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computers, teldcommunications equipment, and total ADP
systems - on line and off line.

2+ Specilalization and techni:al knowledge, as such, is
not the program aim a* this point; i.e., nct concen-
tration on any sinzle asp:ct of ADP. The purpose
here is to lay a firm fouwadation for the student to
proceed to technical specialty anc to appreciate
related functions. The student, under professional
guidance, will study and or perforw, as appropriates

(1) ADP terminology
(2) ADF processing methodolozy
{3) Punched card and mazietic tape code stricture

(4) Relationship of ADP to Coast Guard organization,
missionsy and Prograns

(5) Career program and opportunities for ADP personnel
(6) Operation and use of in-house EAM equipment
IIX. GS-33u-3 Assignments Thirteen Weeks

Duties during this perlod include a comuination of study,
individual performance, and assistance t¢ experienced persornel
pertaining toz

1. Data coliection and recording techniques applied to Coast
Guard ADP applications.

2+ Famillarization with Coast Guard ADP applicatlons;
input/output media, reporting requirements, systems
concept, and the advantapges, weaknesses, etc., concerning
the systems anplication.

3« Collect and assemble computer utilization, scheduling, and
work measurement data into a usable and aczressible format;
prepare graphs and tahles of analyz.d data and prepare
technical reports on resvlts found.

4. Problems confronted concerning control of input data;
approach to solution; methods now used, anc consequences
of inadequate contvol.

5+ Prepare computer run time estimated for newly déveluped
programs.

- 14 -
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Ve

V1.

G8-334-3 or 4 Assignments Thirteen Weeks
Duties during this period include a combinaticn of study,
class sessions, indiviaual performance, and assistance, to
experienced personnel pertsining to:

s Operation of the Hezadquarters computer system.

2+ Use of equir. ~nt manufacturers program software packages.

3. Use of Coast Guard developed computer utility programs.

4. Exgosure {o the problems of conversion to ADP.

5« Requirements, procedures, techniques, and documentation
associated with an ADP feasibility study for a given
application, or a complete reporting system, or hardware
change, or 2 new computei- installation.

1S=32%=4 Assimments Thirteen ‘eeks

During this period the trainee is assigned complete but rela-

tively simple programming, testing and debugeging routines.

Zach programing assignment will require the student to:

1. dafine the problen

2. desiagn the program logmic

3. develop systems flow charts

4, develop program block diagrams

S« code the program in specified language

6. prepare corplete clerica) and operational procedures

7« include complete documentation 4n accordance with pre-
scribed procedures

8. develop test decta

9. perfom all duties for testing and debueging as required
to obtain acceptable results.

G3-334-4 or 5 Assignments Twenty-Six Weeks

Trainee is given problems or tasks which require application
of knowledge, skills and techniques zained to da*e. Continued
emphasis is placed uron the problems of cenversion, ¢ontrol of
input, error detection routines, correction procedures for
inaccurate input data, and the detailed duties as ltenized in
paragraph V.

- 15 .
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The trainee 1s glven assignments of inereasing difficulty,
variety, and length. He may be assigned as an individual,
member of a teum, or as assistant to a senior analyst.

Even though work is carried on under close supervision, the
objective is to bring the student to journeyman skill level
and to progress to the point where he can receilve an assign-
ment and carry it through to satisfactory completion unassisted.
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CIVIL INGINEER

a,

b.

GS-899-2 Assiygnmen ts Minirunm 13 wesks
(1) Make simple drawings from sketcles or oral instructions.
(2) Operate ozalid machine,

(3) File and procure from technical files informatian re-
quired by the instructor.

{4) Assist professional engineers in field inspections,
investigations for new construction, expansion of exist-
ing facilities, and alterations to correct troubles or
deficiencies by taking notes and ussisting in taking
measurements,

(5) Act as rodman and Chainman on land surveys and con-
struction surveys.

GS-869-3 Assignments 13 - 26 weeks

In addition to 8. above, the trainee shall accomplish the
{vllowing:

(1) Under close supervision, act as a note keeper on 4
survey party.

(2) Trace muderately complex engineering drawings of struc-
tures, roads, air strips, wharfs, plers, and drainage
systems,

(3) Under close supervision, assist in the preparation of
property maps, topographical maps, cross-sections and
profiles from survey notes.

(L) Compute earth work quantities from survey notes and
cross-gsections,

05-899-L4 Assignments 13 -26 weeks

In addition to b. above, ths trainee shall accomplish the
following:

(1) write property descriptions and compute property areas.

{(2) Act as instrument man on land and construction surveys.

- 17 -
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(3) Under the guidance of a professional civil engineer,

act as detailer on construction drawings using h.endbooks,
tertbooks, and reference bcoks as giides,

(4) Make computaiions of simple steel, concrete; and vowaden
structural mercbecrs and designs and inake detailed drawings
involving such members,

GS-879-5 Assiygnments Fimdmum 15 weeks

In addition to c. above, the trainee shall accomplish the
following-

{1) Under the guidance of a professional civil engineer,
make elementary structural analyses; design simple
forundation s'ructures; design simpls drainage systens:
angd layoit road systems within a tysical Coast Guard
installaticn,

15+200-5 Training for (S-800-7 Mininum 3 months
(1) Act as chief of party, under the guidance of a senior
professional civil engineer, on land and construction

surveys,

(2) Independently compute the quantities of material in-
volved in heavy construction projec:s,

() Design portion: of moderately complex struetures such
as buildings, bridges, dams, wharfs, plers, anc ‘ove:..

(4) Design simple waier supply systems for Coasi Guard
installations following established guidelines.

{5) Decign simple sewage disposal systems for Coas: Suard
jnstallations following established guidelines.

(6) Virite vortions of specificaticns for civil enzireering
construction projects,

(7} Azsisi Govermment Superintending Officer on civil
eng...eering projects,




6, COMPTROLLERSHIP (ACOOUNTING)

‘‘he in-service training p ogram will consist of assigmments of

13 weeks'! duration in operating divisions and branches of the
Office of tne Comptroller, Coast Guard Headquarters to provide
comprehensive and complele indoctrination and on-the-jobh train-
ing in all aspects of Comptrollorship in the Coast Guara and
their relationship to Coast Guard organization missions and
programs, Each such assigrment will be determined on the tasis
of its value as on-the.job training in developing the capability
of the trainee to perform progressively more important and complex
comptrollership functions and will be rslated to the trainee's
academic program and a positl¥e evaluation of the traineets skills,
abilitdes and stage of develcpment,

a, SUPPLY DIVISICN
G5« 599-3 Assigiments 13 weeks

(1) Orientation in all operating programs involving loglstiec
and supply support and proveriy management funcrions of
the Coast Guard by planned briefings and assigned reading
material,

(2) Under the guidance of the Chief, Real Property Branch,
participate in all aspects of the Coast Guard Real Prop-
erty Management Progran,

{2) Under the guidance of the Chief, Transportation Branch,
participate in all aspects of the orogram for providing
transportation servie:s by commercial or goverrmental
carriers for personnel, material, houschold effects and
house trailers,

{4) Under the guidance of the Chief, Material Managament
Branch, participate in all aspects of the Coast Guard
Inventory Management Program including:

(a) Cataloging and standardization of Coast Guard
materials, including item identification, classi.
fiecation, stock nomenclature, and interchangability
of parts and equiptent in use in the Coasi Guard;

(b} Maintenance of centralized review and analysis of
detailed inventory data furnished by Coast Gaard
inventory points to determined stock level require.
ments and authorize stock replenlshments and re-
distributions,

{¢) Declaration, utiligation and disposal of surplus
Coast Guard personnel property; and review and
evaluation of surplus personnel property reported
by other goverrment agencles for potentisl utili-
zation by the Coast Guard,

- 19 -
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(d) Maintenance of stock control over all Headquarters
Controlled Materiul Inventories; reporting irventory
status to controlling divisions with reccrmendations
for reevaluating requirements; and authorization of
shipment orders for issuance of materlal from inventory,

b, PAYMENTS AND CLAIMS DIVISION
G3-599-3 Assigments 13 weeks

(1} Crien'atiion in responsibilities end functions of the
payments tnd Claims Division and their relationship
to functions performed at district offices and Coast
Guard operating units,

(2) Under the guidance of the Chief, Voucher Branch, partice
ipate in the examination of all categories of billings,
vouchers and claims for legality, propriety of the
purchase order, contract, or other procurement or
au‘horization cocument; supporiing documents which
ackrowvledge receipt of the supplies, materials or
services ordereds and terms of the contract or
purchase order, Participate in the examination and
review of vouchers processed and scheduled for pay-
ment certification,

(3) Under the guidance of the Chief, Payroll and Retire-
ment Branch, partlcipaie in all aspects of the pay-
rolling function performed for Headquarters military
personial; for transient military personnel; for all
Coast Guard retired military personnel; and for
retired personnel of the former lighthouse service,

t4) Under the guidance of the Chief, Allotment and
Dependents Allowance Branch, participate ir sll
aspects of the maintenance of records and controls
over military voluntary allotments, and preparation
and certification of military #1lotment payrolls,
Review and processing of all applications for
dependents allowances for compliance iith current
1aws and instructions, including determinations of
dependency and preparatinn of correspondence in
connection therewith,

(5) Under the guidance of the Chief, Claims and Examination
Branch, participate in the servicewlds examination of
military pey records for propriety of entitlements and
accurazy of payments, Initiate collection action to
recover overpayeents, Receive, review, process and
reply to notices of exception received from the
General Acoounting Office, Process claims concerning
past payments to or on behalf of Coast Guard personnel
«nd for services furnished to the Coast Guard,
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performed by the division, such as designation of military
and civilian personnel tv perform accountable duties as
certifying officers assistant disbursing officers and
cashiers; guldance of field accounting ufficers in resc-
lution of woucher exsmwistion problems; and overall
coordinaiion of all functions performed by the divisicn,

ACCOUNTING DIVISION
G5-599=-3 Assigments 13 wecks

(1) Orlentation in the accounting system of the Coast Guard

(2)

in relation to principles and standards for Federal
gnvermental accounting; Coast Guard accounts structure,
subsidiary records, controls and document flow; cost
acoounting system; resource accovnting; financlal
reporting; and relationship of Coast Guard field
accounting offi~es to the servicewlde accounting,
reconciliation and reporting function performed at
Coast Guard Headquarters,

Under the guldarce of the Chief, Headquarters Accounting
Brancia, psrticipate in sll accounting functions perfommed
by the branch, namely:

(a) Processing of accrued expenditure transactions with
particular attention being glven te propriety of
cost accountdng and resource accounting factors,

(b) Reconciliation of document files for outstanding
undelivered orders and unpaid liabilities with
acoounting controls; review of outstanding docu~
ments for validity, follow-up action and potential
adjustment,

(¢) Maintenance of accounting controls for transsctions
affecting allotment and expenditure accounts,
disbursements sand recelpts, appropriation apportion-
ment, including review of document propriety and
coding, doc'ment lott*-g, reconciliation of corirols,
and montheend Journalization of accounting activity.

(d) Maintenance of accounting controls and processing of
transactions involving cash collections; receipts
and issues from Headquar:.ers controlled inventories;
advances to the Cozst Guard Yard; cross-disbursing
payments made by other armed services; and for
off-site accounting service perfonied for Coast
Guard field units,

(e) Familiarization with the financial management
reporting system in mee!ing the dayato=day
requirements of program managers; month-end
requirements for reconciliation with accounting
control records and journalization to general
ledger contro). accoun s; and quar‘erly reporting
of costs



incurred and status of resources available for future
periods.

(3) Under the guidance of the Chief, Control and Reports Branch,
participate in all functions performed by the branch, namely:

(a) Review and reconciliation of inter-office recippocal
accounts.

{v) Review and reconciliation of financial reports rendered
by all Coast Guard accounting offices for propriety
of financial data and general iedger control accouat
balances.

(c) Preparation of servicewide subhead, management, and
appropriation status reports for information of Coast
Ouard management and external reviewing authorities
and reconciliation of these reports to Coast Guard acconnt-
ing control records prior to tivir release.

{(d) Performance of off-site accounting for transactions
affecting inventories financed wunder the Coast Guard
Supply Fuud, ineluding financial raporting, reconcili-
ation, and follow-up action with the inventory unit.

(e) Maintenance of general ledger control accounts for
resources, liabilities, revenue and costs under
accounting control of Coast Guard Headquarters; inter-
office reciprocal accounts; reconciliation of related
account balances; and prepsration of monthly general
ledger trial balances.,

(f) Preparation of servicewide statements of financial condi-
tion and operating results of the Coast Guard Supply
Fund and all other assets and liabiliiies of the Coast
Ouard.

(4) Under the guidance of the Assistant Chief, Accounting
Division, review other functions performed by the division
such as centralized deposit and accounting for Federal
income and FICA taxes of military perscnnel; mortgage
insurance for military personnel; reimbursable programs;
objectives in meetings financial information requirements
of Headquarters program managers and relationship with
Coast Ouard field accounting offices; and integration of
Coast OQuard accounting records with centralized rezords
maintained by the Bureau of Accounts, Treasury Departrent.

d. DATA FROCESSING DIVISION
05-599-4 Assignmenis 13 Weeks

ERIC - 22 -
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(1)

(2)

(3

(%)

(5)

(6)

(7)

(8)

ADPE orientation and familiarization, B8asic elements,
relationship to other equipment such as EAM, application
of ADPE to business-type activities.

Machine and computer principles and concepts. Trainee
develops approximaiely turee hours a week reading 1it.
orature on EAM and ADP equipment and use., Selection of
reading material made with assistance of Data Processing
Division Staff,

Operation of computer, Trainee is glven on.site orien-
tation in ADP equipment and practice in its operation
under close supervision.

ADP budgat and finance applications., Trainee attends
seminars and lextures glven by Department of Agriculture
Graduate School or Civil Service Commisslon to learn the
planning and systeming necessary prior to automation of
budget and finance applications, the advantages to be
gained and the pitfalls to be avolded,

Orientation in input-output control for Comptroller
applications, The trainee is glven thorough orientsa.
tion in the nature and timing of the output required,
control of input data, error detection routines, and
correction procedures fo.  iraccurate input data,

Prograzmming (basic), Trainee attends manufacturer's
school to obtain knowledge of programming for ADPE,

Installation management., Trainee receives intensive
onwthe-Job training in such subjects as work measurement,
conversion procedures, work scheduling, application of
rnew procedures,

Evaluation of progress, Trainee evaluated as to progress,
This is an informal discussion between trainee and his
supervisor for the dusl purpose of highlighting success-
ful learning experience and focusing attention on "soft
spots", Evaluation skould occur at epproximately oneo
month intervals, ‘

CONTRACTING AND PROCUREMENTS, SUPPLY DIVISION
GS-599.4 Assigmments 13 weeks

(1)

Under the guidance of the Chief, Procurement Branch,
receive indoctrination in the scope of the contracting
arvl procurement functions performed at Coast Guard
Headquarters and field offices; policles and regulations
governing the performance of the functionsy and assign.
ment of responsibilities at Headquarters and field
offices for the performance of a)l duties related to
those functions,

-23-
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(2)

(3)

(%)

(6)

Participate in the review, maintenance and utilization
or records which provide contacts with sources of supply
to meat potentdal requirements of the Coast Guard,

Participate in the processing negotiation, and preparation
of purchsse orders for the procurement of supplies materials
and services available from acceptable commerclal sources
of supply which do not wvequire advertising and contract
award, Participate in the maintenance of control records,
follow-up action to obtain deliveries or negotiation of
corrective action for erroneous or unacceptable deliveries,
and processing of receiving reports which finalize and
complete the procurement transactions,

Participate in the processing of procurements of supplies
materials and services from goverrmental sources of supply,
including Mlistrip requisitions. Recelve indoctrination in
the Milstrip system, document cocding format follow.up
action; and ultimate clearance of each procurement
transaction,

Participate in all phases of the Coast Guard contracting
function from the development of contract specifications,
selection of potential bidders, advertising for bids,
review and evaluation of bids, contract negotiations end
awards, contract administration, contract amondments, and
acceptance of contract perfermance including authorization
of progress payments pursuent to contract tems,

Indocirination in the functions of contract comnliance
review with respect to the Equal Bmployment Opportundty
Program for goverrment contracts and the application of
Title VI Civil Rights Act of 1964, to real and personal
property matters and grants,

INTERNAL AUDIT DIVISION

GS=599-4 Assigmments 13 weeks

(1) Indoctrination in scope of internal audit operations
under the guidance of the Chief, Internal Audit Division,

(2) Assists in performing a specific segment of the audit
program under close supervision of a senior auditor,

(3) Performs other segments of the andit program on a rotating
basis to obtain work experience in all types of audits,

(4) Prepare drafts of advlces of audit findings,

(5) Prepare drafts of the actual audit report on completion or

an audit from sdvices of audit findings.

-2 .
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FISCAL PROCEDURES BRANCH
G5« 5995 Assignnents 17 weeks

(1)

(2)

(3)

(#)

Indoctrination in purposes and objectives of fiscal
precedures as a formil method for systemizing and
standardizing accouniing perfermance as 2 maragement
tool for precisely dofimng financial managerment policies
for evaluation and audit of financial controls, account-
ability and operating results,

Indoctrination in modern techrdques of procedures writing,
starting with the preliminary research effort to cstablish
a complete and comprehensive wnderstanding of the subject;
utilizatdon of procedural instructions and formats which
are designed to communicate definitive #nd urderstandable
instructions in an orderly marner for use by operating
personnel and utilization of forms and illustrations to
facilitate a ready understanding of the procedures,

Review and familisrization with the cuntents and organi-
zation of Volurmes 1 and 2 of the Comptroller Mamual as
related to the personnel who use the manuals at all
levels of Coast Guard organizsation and the purposes
served thereby,.

Perfom specific assigmments ty drafting revisions of
those sections of the Comptroller Manual which are
more closely related to onathe-job trainir~ experience
of the trainee, namely:

(a) Revite and update Chart and Definition of General
Ledger Accounts {Chapter 1B07),

(b) Revise and update Subheac Definitions {Chapter 1803),

(c) Revise &and update cost accounting instructions for
Special Cost Accourts (Crapter 1BO4),

(d) Revise and update other parts and sections of the
marual to clarifly pro.lem greas whalch the trainee
may have encountered at other training polnts.



7» ELECTRICAL ENGINEER (MARINE)
a, (S5-839-2 Assigmnments Minimum 13 weeks

(1} Assist engineers in the collection of technical eleca
tfical data from technical files and plan files for
various projects including electrical generztion and
distribution systems, catalog data, electrical compo-
nents such as generators, motors and special navigational
equipment, such as gyros,

(2) Prepare simple charts and illustrations from rouch
sketches for technical publications such as instruction

books ¢n electrical equipment, bar charts and charts for
exhibits,

(3} Keep electrical catalogs up to date by inserting amend-
ments as issued by manufacturers,

(4) Keep Navy standard electrical plans vp to dzte by insert-
ing new and altered drawings,

b, GS-899-3 Assingments 13 - 26 wceks

(1) Prepare cross index of plan files for electrical
drawings of older vessels,

(2) Prepare tracirzs of electrical record arswings from
electrical engineer's sketches and pencil type record
plans,

(3) ¥ake minor revisions to record tracings includung
electrical diagrams and schematics, wiring diagrams
and wiring layouts,

¢, G5-899-4 Assignments 13 - 26 wecks

(1) Prepare demand load analyses for minsr vessels and
boats having direct current auxiliary power, Select
wive sizes for instaliation of individual pleces of
eoulpment involved ir. ShipAlts,

(2) Check and assist in conducting electrical load studies
of individual pleces of equipment and the effect of
such equipment on generator voltage and frequency,

(3) Alter or modify olectrical record tracings which have
teen affected by ship alterations or boat alterztiens,

ERIC - 26 -
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d, GS-899-5 Assignments Mirdmm 13 weeks

(1) Make calculations of horsepower-torque-speed require-
ments for AC and IC electrical equipment, AC and IC
motor inrush currents at starting and their effect on
line voltage, and voltage drops in electrical lines
and use AC power relationsips, e.g. voltage, current,
power, reactive power and power factor, in evaluating
the performance of electrical equipment.

(2. _sist marine and mechanical engineers in the selection
of controller and master switch characteristics for
motor drlven equipment.

(3) Prepare dotail estimates of elactrical load and demand
for major changes in electrical systems of existing
vessels and for the electrical systems of new designs.

{4}) Prepare and correct electrical drawings and plates for
instruction books and msnuals for equipment and sysiems,

’

6. 05-800-5 Training for GS-800-7 Minimnm 3 months

(1) Under supervision of the senior electrical enginser
prepare calculations such as load analyses for generatc
and switchboard requirements, analyses of wiring loads,
selection of electric motors, controllers and switch
gear and special control applications.

(2) Select and describe installation of special power
sources for electronic eguipment, application o voltag
regulators, governors, and other eguipment affecting
generator characteristics.

(3) Conduct and assist in conducting surveys, investigatior .
of power characteristics of existing vessels with re-
gard to the voltage and frequency variat’ons and
regulations,

(L) Prepare from calculations by others or own studi~s
electrical plans such as generation, control and dis-
tribution of electric auxiliary power.

(S) Prepare reports and analyses of tests of individual
electrical components and minor portions of electrical
systems of Coast Guard Vessels,
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ELECTRICAL ENGINEER (POER)

a,

C,
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GS-899-2 Trainee Assignuents Findmum 13 weeks

(1) Prepare simple electrical systems drawings using
conventions and symbols of the prefession,

(2) Study and apply the electrical symbols in the prepara-
tion of drawings covered in (1} above,

(3) Operate ozalid machine,

(4) File and procure from technical files information
necessary to accomplish (1) and (2} above.

GS-899.3 Assigrments 19 = 26 weeks

In addition to a, above, the trainee shall accomplish the
followingt

(1) Mak> simple mathematical analysss and computations
associated with electrical probless of minor complexity,

(2} Prepsre electrical systems drawings using data developed
in b. (1) above,

(3) Assist professional engineers in field inspections and
investigations for new construction, expansion of exist.
ing facilities and correcting troubles and deficiencies
by recording data obtaired,

GS-899-4 Assigrments 13 - 26 weeks

In addition to b. above, the trainee shall accomplish the
following:

(1) Make simple quartitative and qualitative computations
involving L.C, voltage drop, resistance, powrr,
connected lnad, and demand,

(2) Prepare slectrical drawings and wiring diagrams using
the data developed in ¢, (1) above,

GS-699.5 Assignments Mirdmum 13 weeks

In Addition to ¢. atove, the trainee shall accomplish the
following:

(1) Make simple quantitative and gqualitative analyses and

computations involving A. C, power systems and machinery
using applicable electrical codes,

- 28~
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(2) Develop simple manual, automatic and remote conticls
for electrical machinery and systems.

{3) Design portions of powsr distribution systems.

(4) Prepare drawings and specifications involving d. (2),
and (3) above.

e. 0S-800-5 Training for Gs-800-7 Minirmum 3 months

(1) Under gnidance of a senior ilectrical engineer, design
2lectrical systems of some complexity, and draft
specifications and dr-vwings.

(2) Prepare portions of operating instructions and manuals
for electrical machinery used in systems which he designs.

(3) Work with Government Superintending Officer on projects
involving electrical construction and electrical machinery
installation,

(4) Work with a senior engineer in the supervision of con-

struction, alteration, and repair of electrical systems
performed by Covernment personnel.
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Q. LLECTRONICS ENGINLERING DIVISION OR BRANCH
1. ELECTRONICS ENGINEER (COMMUMICATIONS AND SHARCH)

The entire training pericd will emphasize enzineering principles
as they apply tu complete equipments or systems, rather than to specific
isolated circuits as is the case with most academic programs.

a» G5-899-2 Assignments Minimee 12 weeks

(1) Review technical information and references, with
particular emphasis being placed on the objective anc
actual capabilities of variocus types of eguipment,
including elementary wiring arrangements, circuit
schematics, and equipmen® arrangements.

(2) Extract pertinent data for files from various reports,
letters, etc., as to the utilization of the various
types of electronic equipment, including data as to the
progress o installation pregrams.

(3) Trace simple drawings of circuits and electronic equip-
ment arrangements.

(4) Study the drawing classification and filing system in
use, and file drawings received by the Section.

(5) Briefly study MILITARY Specirication for electroaic
equipment in order to become familiar with the
specification system.

b. GS-899-3 Assignments 13 - 26 wneks

(1) Continue siudies and werlc under a. above, advancing to
more difficult drawings.,

(2) Assist in premaring instructions for field changes to
equipment in order to familiarize the student with
methods of effecting field changes, including fommat,
method of distribution, etc.

(3) Assist in proofreading specifications.
(4) Keep records of equipment transactlons in the unit files.
¢» GS-899-4 Assignments 13- 25 weeks

(1) Ass.st in procurement planning and progranming by
assembling equipment population data from existing
remlﬁs .

O
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{2) Assist in system planning in order that configuration
of equipment meets operational requirements.

{3) Perform simple computations where the applicable
formlas have been previcusly set forth in order to
achieve systems,

d, GS-899-5 assignmants Minimim 13 weeks

(1) Continue work under a., b., and ¢., advancing to more
complex systems, e.g. intograted control systems, power
requirements, etc.

(2) Make comparative cost snd performance studies of avajil-
able equipments designed to accomplish the same purpose.

(3) Assist in preparation of procuremsnt documents, in-
cluding purchase descrintions and specifications.

39

-3 -




10, ELECTRONICS ENGINEERING DIVISION OR BRANCH
1, ELECTRONICS ENGINEER (NAVIGATIONAL AIDS)

The entire training pertod will emphasize enginecsring principles
as they apply to complete equipments or systems, rather than to specific
isolated circuits as is the case with most academic programs,

a, GS-899.2 Assignments Minimum 13 weeks

(1) On-The-Job

(a) Review technical information and references, with

particular emphasis being placed on the objective
and actual capabilities of various types of

aquipment,

{b) Extract pertinent data for files from various
reports, letters, ete,, as to the utilization
of the various types of electronic equipment,

{c¢) Trace simple drawings of circuits and electronies
equipment arrangements,

(d) Study the drawings classification and filing
system in use, and file drawings received by
the Section,

(e) Briefly study MILITARY Specification for electronic
eouipment in order to become familiar with the
specification system,

(2) Special Instruction {Elementary)

(a) Principles of Navigation,

(t) Principles of Charting

(e¢) Navigational Aids Systems, component block diagrams.

{(d) Simplified Circuitry.
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b, G5-899-3 Assignments 13 - 26 weeks
(1) On-The-Job

(a) Continue studies and work under a, above, advancing
to more difficult drawings,

{b} Assist in preparing instructions for field changes
to eouipment in order to familiarize the student
vith rietheds of effecting field changes, including
format, methad of distributicn, ete,

{e) Assist in proof reading specificattons,

{d) Keep records of equipment transactions in the
unit files,

{2} .necial Instruction {Elementary)
(a) Subject in a, (2), {a) tbrough (d), above,
(b) Tlectronmic Navigation - Charts
(¢) Detailed study of equipment circuitry,

¢, GS5.897-4 Assignments 13 - 26 weeks

(1) OnThe-Job

(a) Assist in procurement planning and programming by
assembling equipment population data from exist-

ing records,

(b) Assist in syst - slarning in order that config-
uration of egquip.ent meets operational recuirements,

(¢) Perform simple computations where the applicable
formulas have been previously set forth in order
to achleve systems,
(2) Special Instruction
(a) Review subjects included in b, (2}, (a) through (e).
(b) Circuit analysis - Intermediate.

{(e¢) Use of system mathematics,
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(d) Systems installations
(e) Automation prineiples,
(f) Supply procedures,
d, GS<899.5 Assignments Minimum 13 weeks
(1) On<The-Job

(a) Assist in preparing preliminary system plans by
performing computations, layouts, chart overlays, etc,

(b) Study current sysiem mathematics,
(¢) Review.revise system mathematics,

(d) Review and assist in purchase deseription
preparation,

(e) Review analysis of problems wherein field units
report discrepancies in the system,

(2) Special Instruction
{a) Review subjects included in ¢, (2), (a) through (f),
(b) Basis for system mathematics,

(¢) Systems engineering. blcck diagram eircuit
application,

{d) Automatior technigues,
e, GS5.800.5 Training for GS-800-7 Minimum 3 months

(1) Prepare purchase descriptions and specifications, and
review similar documents, prepared by others, for
technical errors,

(2} Review project reports from the Electronies Engineering
Laboratories, prepare analyses of these reports, and
| recommend courses of action,

{3) Intensify study of circultry of individual equipment,
including minor design problems with a view to improv.
ing performance of exdisting equipment,

(4) Study and evaluate system techniques, making recommer-
dations for improvements,

(5) Assist design engineers by developing minor system
accessories and components, ‘
Q
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11 ELECTRONIC ENGINEER (WASKINGTON RADIO STATION, ALEXANDRIA, ViRGINIA)
a, 0S-899-2 Assignments Minimum 13 weeks

(1) This period will include a 1- to 2- week orientation
perlod in Coast Quard Headquarters to famdliarize the
trainee with the organization, mission and operations
of the Coast Guard,

(2) Familiarizati n with laboratory organization.

(3) Indoctrination in laboratory work by way of a brief
assignment as assistant to each project currently
active in the laboratory,

(4) Equipment familiarization - performing simple tasks
with various pileces of laboratory equipiment to become
acquainted with their uses,

(5) Prolems - problems will be assigned in the laboratory
talloied to the trainee's background and intended to
encourage homa s‘*udy.

(6) Home study - from references dictated by the trainee's
own interests and/or recommended by supervisor.

by  GS-B99-3 Assignments Minimum 26 weeks
(1) Study of fundamental electromic circuits.

(2) Plotting and interpretation of electronic data in
graphical form.

(3) Elensentary test procedurss and laboratory techniques.

(4) Familjarization with the system of military specifications
(study of MIL-test specifications)

(5) Continue assistance on current laboratory projects.

(6) Continue home study and consultation with supervisor,
ce GS-899-4 Assignments Minimum 26 weeks

(1) Report writing

(2) Mathematics of circuit analysis,

(3) Familiarization with equipment procurement descriptions
and MIL standards (Military specifications).
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(5)

Circuit layout and design techniques,

Work on current projects in the laboratory will
advance to the stage of having the tralnee conduct
minor investigations with as little supervision as
his progress indicates is possible,

G5-899.5 Assignments Mindmum 13 weeks

(1)

(2)

Increased emphasis on the performance of project work
allowing the trainee to evaluate his own capabilities
and deficiencies by personally conducting the planning
and execution of minor projects, Supervision and
assistance will be kept to a minimum or given when
requested by the trainee,

Special Instruction will be continued on the job and
will consist of those aspects of electronics that

(a) the trainee himself finds troublesome,

(b) appear to the supervisor to be in need of explqna-
tion to the trainee,

G5.855-5 training for GS-B855-7 Minimum 3 months

(1)

(2)

(3)

(&)
(5)

(6)

(7)

Yake electrical measurements of Coast Guard electronic
communications and test equipment and component parts,

Prepare layout and design less complex apparatus such
as antennae coupling networks and audio amplifiers,

Lork with a senior electronies engineer on layout and
design of equipment such as a frequency measuring and
remote contrcl system where a course of develupment is
not clearly lefined,

Instrumentation for (1) and (2) above.

Collect and interpret data concerned with (1), (2) and
(3) above,

Make mathematical computations of data and circuit
studies.

Prepare reports on project vork,
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f2. ELECTRONIC ENGINESR (ELECTRONICS ENGINEERING CENIER, WILDWOOD
NEW JERSEY)

a, Program of development for G5-899.2 training GS-899-3, 4 and 5

{1) 7The in-service training will consist of a series of progresa
sively responsible assignments at the U, S, Coast Guard
Electronics Engineering Station where elsctronics project
work is carried out, Each such assignment will be deter-
mined on the basis of value as on-the=job training and
will be directly related to and correlated with the
trainee's skills, abilities and stage of development.

The projects involve the making of sensitive measure-
ments receivers, transmitters, antennas and other
electronic equipment: the testing and evaluation of
new components prior to procurement by the Coast Guard;
the development of modifications to exdisting equipnent
to correct a deficiency or to adapt the ecuipment for
uses other than for which it was designed: the design
and development of eaquipment to meet an operational
recuirement and other similar work, "he station is
well equipped with the test instruments required to
accomplish this work, A drafting room and machine
shop augment the facilities,

(2) 1In each assignment the trainee will have a specifi-
cally designated supervisor, a professional engineer,
vho will be responsible for outlining at the beginning
of each assignment, the schedule of work to be fellowed,
The schedule of work shall insure that the assignments
are selected for their traiming value, providing the
trainee with intensive training in the various phases
of the organization's research, developmental and
operational activities,

(3} Each of the above assignments will include at least ane
forma? conference between the trainee, his supervisor,
and the Commanding Officer of the U, S, Coast Guard
Electronie Engineering Station, “ildwood, New Jersey
to insure the trainee's adjustment to the work situa-
tion and to discuss his progress and future training,

() During the course of the assignment, the student may
be required to submit reports concerning the project
work, These reports will be prepared in conjunction
with the supervisory englneer. The performance of the
trainee will be evaluated at intervals determined by
the cooperating schools, In general, the performance
evaluation interval will be no less than three months,
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13. BENGINEERING STAFF

1, MATHEMATICIAN

a, GS-1599-2 Assignments 13 weeks

(1)

Learn Fortran IV and its use on the IBM 11730,
The student is to prepare at least five subroutines
for inclusion in the subroutine library,

(2) Assist in maintaining the Engineering Library's
Automated Library System,
(3) Prepare and maintain abstracts of publications
on Library systems for computers,
(4) Order publications for E staff,
(5) Serve as Technical liaison with other libraries,
b, GS5-1599-3 Assignments 13 weeks
(1) Operate Pngineering Library Computer Indexing
System,
(2) Maintain abstracts on:
{1) Library systems
(II) Fortran programs suitable for IF*% 113) use.
(3) Assist in programming for Engineering,
(4) ‘rite subroutines for numerical analysis techniques,
(S) Publish in the eleventh week and inc-x of subroutines
currently orepared and Fortran rot*irn:s for the IR
1130 for which detailed specificatirns are available
‘ in the literature,
? (6) Study Linear Programming and wr.te at least one

ERIC
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¢, 0S-1599.4 Assigrments 13 weeks
I: addition to b. above
(1) Prepare bibliographies on request,

(2) Program and assist in solving problems with computer
appliecations,

(3) Studr auto coder machine language for application to
IR 1410,

¢. (S-1599.5 Assignments 13 weeks

In addition to ¢, above

{1) Prepare a report on library systems based on personal
studies and abstracts of library systems developed.

(2) Assemble abstracts on information retrieval, It is
intended that the student learn the basics of th:
science during this period,

(3) Prepare and maintain abstracts for engineers on request.

(4) Yrite one technical article for The Sngineer's Clgest,

e, (5-1520-5 iraining for GS-1520.7
(1) Implement improverients in automated library system.

(2) Assist in solutions t~ problems with applications to
the IB! 1130 and 1410,

(3) Instruct as required new employees in the use of
IR 1130.

(4) Study systems analysis and prepare a detailed study
of a system in current use,
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14, MECHANICAL EMGINEER (HFATING, AIR CONDITIONING AND VENTTLATING)
a, GS-899.2 Assignments ¥Minimum 13 weeks

(1) Make simple tracings and drawings of portions of
mechanical engineering projects,

(2) Operate ozalid machine,

{3) File aud procure technical file information on mechan-
ical engineering subjects required by the instructor,

(4) Assist professional mechanieal engirneers in field in-
spections and inuvestigations for new installations,
alterations to existing installations and improvements
to machirery or mechanical plants by taking notes and
assisting in taking measurements,

b, GS-899-3 Assignments 13 - 26 weeks

In addition to a. above, the trainee shall accomplish the
following:

(1) Make simple mechanical analyses and computations
assoclated with mechanical engineering installations
of minor complexity.

(2) Trace moderately complex engineering drawings of
machinery and mechanical installations,

(3) Compute materials quantities, tank capacities, and
welpghts of machines; and solve other problems ina
volving mensuration,

(4) Prepare simple schematics, technical sketches and lay-
outs of mechanical installations under the pguidance of
a mechanical englneer,

(5) Under supervision, make heat load calculations and
prepare heat load estimates for air-conditioning and
heating problems,

¢, GS-899.4 Assignments 13 - 26 weeks

In addition to b, above, the trainee shall accomplish the
following:

(1) Under the guldance of a professional englneer, act as
a detailer, using handbooks on mechanical engineering,
drawings, textbooks, and reference books as guides,

O
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(2) Assist a professional engineer in making layouts or
drawings from measurements obtained,

(3) "rite brief reports describine existing mechanical
engineering processes, flow processes, and mechanical
systems, with sufficient clarit- *n permit appli-
cation to Coast Guard engineering,

d, GS-B99.5 Assignments Minimum 13 weeks

In addition to c. above, the trainee shall accomplish the
folloving:

(1) Under the guidance of a professional mechanical engi-
neer, make elementary machine designs and layouts for
machinery installations, fuel svstems, heating plants
and piping following published guides and previous
designs of a similar nature,

e, GS<R00~5 iraining for GS-800-7 Minimum 3 months

(1) Under the guidance of a senior professional machanical
engineer, develop necessary plans of layout involving
simple buildinp heating plants, ventilating and air.
conditioning systems, power plants, rotating machinervy
installa*ions and piping systems of a more complex
nature,

(2) Design Machinery installations including speeifying
the size of piping, size of pover transmission shafts,
foundations for machinery, and conventional electrical
power distribution systems where no unusual problems
will be involved,

(3) Write portions of specifications and operating instruc-
tions for mechanical engineering construction projects,

(4) Assist Government Superintending Officer on machinery
and mechanical englneering construction projects,
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15, MECHANICAL EXGINEER (MARINE)

a,

ERIC
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GS-899-2 Assignments Minimum 13 weeks

(1) Assist Marine and Mechanical Engineers in the collection
of technical data and plans from technical files and plan
files for various projects, including main prooulsion ma-
chinery, machinery arrangements, wachinery and piping
systems, etc,

(2) Prepare simple charts and illustrations from rough sketches
for iechnical publications, including machinery instruction
bocks, cost studies, bar charts and exhibits,

GS~-899-3 Assignments 13 - 26 weeks

(1) Prepare cross index of machinery plan files for older
Coast. Guard vessels,

(2) Prevare tracings of record machinery plans from existing
pencil tracings and detailed sketches of machinery
arrangements, components and systems,

(3) ¥ak~ minor revisions !0 record tracings of machinerv
arrangements and dlagrammatics of systems,

(4) Compile ship's photo files of machinery vhotographs as
a basis for ShipAlts and technical reference,

GS5-899-4 Assignments 13 - 26 veeks

Prepare detail weight and moment calculations of machinery
components and svstems,

(2) Check and assist in conducting Standardization and ma-
chinery performance trials of Coast Guard vessels,

(3) Correct record plans and tracings of machinery arrange-
ments and diagrammatics,

G'.-899-5 Assignments Minimum 13 weeks

(1) Prepare calculations for selection of pumps, compressors,
air receivers, small boat propellers under the supervi.
slon of arine and Mechanical engineers,

(2) Prepare studies of endurance, fuel consumption and ver-

formance of Coas® Guard vessels based on operating and
trial data,
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(3) Assist senior englneers in detail phases of projects
assigned to them. These projects will includs studies
of shafting, hull and machlnery vibration, prassure
losses in piping systems, and -wxiliary steam require-
ments.

(L) Prepare estimates of weight and .ionent changes result-
ing from ShipAlts and conversions with regard to
machinsry components,

(5) Prepare and correct charts and illustrations for
technical public:tions such as instruction books and
directives.

e. GS-800-5 Training for GS-800-7 " Minimn 3 months

(1) Assist project engineers by performing calculations,
analyses and investigations of detailed phases of new
designs and alterations to existing vessels with regard
to machinery arrangements, components and systems,

(2) Prepare detailed and deicriptive dravings based on
sketches and instructions prepared by project engineers.

(3) Assist project enginsers in the review of shipyard and
vendor's plans. Compare plans against specifications for
the vessel or equipment and refer to the project engineer.

(4) Assist prolect engineers by executing tests and collecting
data foi* tests and trials of ship's machinery.




16. NAVAL ARCHITECT

a,

b,

C.

G5-899-2 Assignments Minimum 13 weeks

(1) Assist engineers in collection of technical data from
technical {iles and plan files for various projects
including hull arrangements, curves of form, structural
drawings, boast handling arrangements ang details, etc,

(2) Prepare simple charts and illustrations from rough
sketches for technical publications related to naval
architecture including curves of form, draft diagrams,
bar charts, and charts for exhibits.

GS-899-.3 Assignments 13 - 26 weeke

(1) Prepare cross index of plaﬁ files for hull drawings
of older vessels,

(2) Prepare tracings of hull drawings from architect's
layout and pencil type record plans,

{3) Make minor revisions to retord tracings including hull
arrangements, curves of form, structural drawings,
boat handling arrangement and details,

(4) Compile ship photograph files from existing photographs
to assist Naval Architects and Engineers in reviewing
and preparing ShipAlts to ship's hulls and related
equipment,

GS-899.4 Assignments 13 - 26 weeks

(1) Prepare detail weight and moment calculations for hull
structure, equipment and consumables,

(2) Check and assist in conducting incliming experiments
of Coast Guard vessels and boats,

(3) Correct record booklets of plans and docking plans,
GS-899-5 Assignments Minimum 13 weeks

(1) Prepare studies of trim, stability and displacement
changes,

(2) Assist semlor Englneers by performing detail phases of
hull projects,




e,

(3)

Prepare estimates of weight and moment changes resulting
from ShipAlts and conversions of hull spaces and details
of Coast Guard vessels,

(4) Prepare and correct damage control plates and damage
control books including flooding effect diagrams, liquid
loading, ventilation systems and piping systems,

GS-800-5 Training for GS5.800-7 Minimum 13 weeks

(1) Propare hull arrangement and profiles showing access to

- compartments equipment for storage plans and stress cala-
culations for mast booms and other structural members,

(2) Make detail calculations covering Ships Characteristics,
intact and demage stability, strength and scantlings
of component part of ships hulls,

(3) As an understudy to senior Naval Architects, assist in

compilation of data relative to casualities, proposed
changes and alterations to Coast Guard vessels,

Ne
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OCEANOGRAPHER

The in-service training will consist of three to fiva (approx-
imately thirteen weeks each) assignments of progressively
greater responsibility at USCG Oceanographic Unit and in
Coast Guard cutters, Each such assignment will be determined
on the basis of valve as on-the-job training, and it will be
related tn the trainee's ability, skills, and stage of devel-
opment,

a, GS=1399.2 Assignments Mirdmum 13 weeks

(1) 1This period will include a one-to two-week orientation
period in Coast Guaid Headquarters to familiarize the
trainee with the organization, mission and operations
of the Coast Guard,

(2) Familiarization with Coast Guard Oceanographic Unit
orgardzation,

(3) Indoctrination in Unit work by way of a brief assign-
ment as assistant to each project currently active,

(4) Equipment Familiarization - Under directions, use basic
oceanographic equipment (Nansen bottles, reversing
thermometers, STD's, BT's etc,) and perform routine
shipbosrd analysis of water samples, {Salinity,Oxygen
etc,) This work will be performed at sea.

(5) Data processing familiarization - Under direction, perform
routine data processing assig:ients and construct appro.
priate Charts, sections and profiles,

b, GS-1399.3 Assigrments Minimum 13 weeks

(1) Continuation of assignments 4 and § cf the GS5-1%99-2
category but with less supervision,

(2) Examine data from oceanographic observations for quality
oontrol purposes,

(3) Psepare for oceanographic stations which will require
the use of Nansen bottles and deesp sea reversing
thermometers; select the depth positions for bottles
required for sampling the water column, 7This work
will be performed at seca,

(4) Perform routine checks and preventive measures for main-
teriance of standard oceanographic instruments,

(5, Test, calibrate and adjust as necessary all oceanographic
instruments,
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C.

d.

e,

GS=1399 Assignments Minimum 13 weeks

(1)

(2)

Complete familiarity with all phases of standard oceano-
graphic data processing including use of all current
computer programs,

Capability of acting as watch supervisor, In general
this inciudes preparation for, and supervision of, the
activities of an oceanographic station, after consulta.
tion with the oceamographer of the watch, "his work
will be performed at sea,

GS-1399-5 Assigmments Minimum 13 weeks

(1)

(2)

Assignment of minor projects that will encompass perfor-
mance of various related tasks and will allow the trainee
to evaluate his own capabilities and deficiencies by
personally conducting the planning and execution of the
projects. Supervision and assistance will be kept to a
minimum or given when requested by the trainee, Part of
this work may be performed at sea,

Special instruction will be continued on the job and will
consist of those aspects of oceanography that:

(a) the trainee himself finds troublesome: or

(b) appear to the supervisor to be deficient in the
trainee's background,

GS-1360-5 raining for GS-1360-7 Assigrments

(1)

(2)

(3)

With supervision, plan and prepare for execution of
minor oceanographic surveys or particular aspects of

major surveys, Part of this work may be performed
at sea,

Attain thorough knowledge of the theoretical and
practical aspects of basic oceanographic data
processing,

Attain a thorough familiarity with computer programming,
preferably with the capability of programming the QOceanc-
graphic Unit computer,
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PRTSICIST

a,

Optional Vork Periods
(1) GS-1399-2 Assignments

“he student may work up to 13 weeks prior to entering
college provided he has either registered or has been
accepted by a school which is participating in a Coop-
erative Physics plan with the Coast Guard, 7This period
is not registered as a work perlod as defined elsewhere
in this plan, Should the student. exercise this option
he will be assigned to the Civil Engineering Division
for general duteis appropriate to the grade and experi.
ence,

(2) GS5-1399-3 Assigrnments

Following completion of the first full year of academic

study the student may work for a 13-week period in the
Civil Englneering Division, his period will not be
registered as a vork period, Should the student exercise
this option he will perform the following dutiess

{a) Collect and assemble data in a usable and accessible
format,

(b) Prepare graphs and tables from technical data, snalyze
data, and assist in writing technical reports on the
results of the analysis,

{e) 5tudyv Coast Guard publications in areas of visual and
audio signalling theory.

{d) Perform other duties of a rou‘ine nature under clese
supervision of professional personnel,

Required “ork Periods

“here are six required york periods of 13 weeks each to be
completed between the beginning of the sophomore vear and the
beginaing of the senior year as follows:

Assigned to ECY
(1) GS-1300-3 Assignments ¥inimum 13 weeks

{a) Collect and assemble data in‘o a usable and accessible
forma:*,

(b) Prepare graphs and “ables from technical data, analyze

data, and assist in ~riting ‘echnical reports on ‘he
resul ‘s of the analysis,
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(¢)

Prepare correspondence with slgnal equipment manu-
facturers and field urdts concerning the testing
and operation of signal equipment,

(d} Assist in the preparation of directives concerning
the use of signalling and other aids to navigation
equipment,

{(e) Study Coast Guard publications in areas of visual
and audio signalling theory,

(f) Perform other duties of a routine nature under close
supervision of professional personnel,

(2) GS-1399-3 Assignments Minimum 13 weeks

Part 1 = Assigmment to four.week Officers® Aids to Navia
gation School at Groton, Connecticut, &4 weeks

Part 2 - Assignment in Civil Engineering Division at
Coast Guard Headquarters, Y weeks

(a)

(v)
(c)

(d)

(f)
(g)

ERIC
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Collect. and assemble data into a usable and accessible
format,

Prepare graphs and tables from technical data, analyze
data, and write technical reports on the results of the
analysis,

Prepare correspondence with signal equipment manufac.
turers and field uni‘s concerning the testing and
operation of signal equipment,

Prepare directives concerning the use of signaling
and other aids to navigation equipment,
|

As assigned, perform research and development work
on long term projects ‘o facilitate da‘a collection
and analysis,

Make s:udies of visual and audio signaling theory,

Perform other duties of a routine naiture under
close supervision of professional personnel.
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(3) GS=1399-3/4 -Assignments

(&)

Minimum 13 weeks

"esting and Development Projects at Coast Guard
Headquarters,

(a)

(b)

()

(d)

(e)

(£)

GS-1399.4 Assignments

Study representative testing and development
projects for background and familiarization,

Perform portions of evaluations concerming
proposed testing and development projects for
Al to Mavigation and Search and Rescue equip-
ment and such other products and equipment of
application in the Coast Guard as directed,

Assist in drafting portions of specifications
for procurement of equipment or services required
by a project,

Assist in preparing instructions for conducting
the desired testing evaluation of equipment or
procedures,

Assist in analyzing test results of various
projects,

Perform other duties of 2 routine nature under
close supervision of professional persornel,

¥inimum 13 weeks

testing and Development Projects at Coas: Guard Head-
quarters for 11 weeks:

(a)

(»)

(c)

Assist in evaluating proposed testing and
developmen® projects for Aids to iiavigation and
Search and Rescue ecquipment and such other
products and equipment of application in Coast
Guard, by investigating alternative ways of
mee ing project requirements, comparing costs
of alternatives, efficlency, and performance,

Draft portions of specifications for procurement
of equipmen: or services required by a project,

Przpare instructions for conducting the desired
testing and evaluation of equipment or procedures.



(d) Analyze test results of various projects,

i {e) Draft sumarvy reports of work accomplished, i.,e,,
analyses, results, conclusions and recommendations,

i (f) Perform other duties of a routine nature under
. close supervision of professional personnel,

f Assigmment to duty aboard a buoy tender for two weekss

(a) THtness actral operation of a buoy tender involved
f in Aids to Navigation servicing,

(5) GS-1399-4/5 Assigrments 13 weeks

] Assignment to Civil Engineering Division at Coast
- Guard Headquarters

i (a) Investigate and analyze project work in areas

| of theoretical physics applicable to the per-
formance of aids to navigation lights, fog
signals, day marks, and power supplies,

(b) Prepare charts, graphs, tables, and reports
from technical data submitted by test
laboratories,

{ (¢) Prepare detail sketches of equipment components
for use in developing final drawings,

(d) Write complets reports on large scale equipment
tests,

(e) Assist in supervising other student trainees in
the GS-3 and GS.4 levels,

(f) Perform other duties of a routine nature,

(6) GS-1310-5 Assignments Minimm 13 weeks

Field Testing and Development Projects for 10-11 weeks
I (a) Familiarization with test facilities,
i (b) Perform photometric tests on light sourees and
]' opties, including calorimetric tests, if called
i for by project,
r (¢) Perform acoustical tests on sound Sources,
- (d) Perform various types of envirommental and

. electrical tests on electrical and electro-
I . mechanical equipment,

DU




(e} Develop experimental methods and equipment,

(£)

(g)

working standards, measuring and calibrating
devices as required to accomplish projects of
varying degrees of difficulty.

Compile accurate data and records of work
performed.

Evaluate and analyze the information in f. abovae
and present in clear and logical written form.
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VI QFFICIAL RESPONSIBLE FOR THE PROGRAM

The Chief, Civilian Personnel Division, or his designated
representative has general overall responsibility for the Coast
Guard-Wide Cooperative Program, but the specific operating responsi-
bility rests with the following officlals:

A, At Coast Guard Headquarters, the chiefs of the several offices
in which cooperative students are employed and their deslgnated
division chiefs,

B, In District Offices, the chiefs of the respective divisions
employing cooperative students and designated subordinate super-
visory personnel.

C. In Coast Guard Units, the commanding officers and designated
subordinate supervisory personnel,

VII QUALIFICATIONS OF INSTRUCTORS

Personnel designated to instruect cooperative students will:

A, Be an officer or civilian in a supervisory, professional er
technical position in the organizational unit to which coopeia-
tive students are assipgned,

B. Have satisfactorily completed a course in Job Instructor Train-

ing given by the Training Branch of the Civilian Personnel
Division or its equivalent,

C. Have demonstrated his ability to instruct, make job analyses,
and prepare job instruction sheets,

VIJI INSTRUCTIONAL MATERIALS

Coast Guard organization manuals, charts, tables, operating procedures
manuals, and complete files of directives, instructions, regulatinns,
memoranda, and other data pertinent and applicable to the efforts,
responsibilities, and tasks of various offices, divisions, and
branches of the Coast Guard and its District Offices and Head-
quarters Units are available for reference and study by trainees,
Other instructional materials which are adapted to the Sspecific
requirements of certain study options of the Cooperative VWork- Study
Program of the Coast Guard are also available, This is particularly
true of the various specialties under the engineering option. For
example, there are numerous handbooxs, engineering codes and stan.
dards, research reports, technical periodicals, and special tech-
nical texts which are always available for reference and use by

the students, For those students who have major interests in
computer technology, there are specisl reference sources
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available in numerical analysis, linear programming, systems
analysis, theory of games, and an IEBM Prcgramed Instruction
Course entitled Fortran for the IBM 1130,

INSTRUCTIONAL PLAN

A, The major portion of the in-service training period will be
devoted to on-the-job trainig, Tralnees will be assigned tasks
aceording to their abilities as indicated by their training and
experlence. Assigned tasks will involve the various and complex
technical or professional aspects of the work of the orgamiza-
tional unit to which they are assigned, Assignments will be
carried out under the guldance of designated supervisory,
technical or professional personnel in the respective functional
arezs,

B, Clsssrvom instruction will be provided at Headquarters as

follows:
1. Orientation
2, Technical courses and lectures

3. Supervisory Appreciation Course

C. Field Trips - Trainees will visit projects, installations,
bases, and activitles as an integral part c¢f the plan to
ensure maximum training and development for coopsrative
students in the technical and professional aspects of their
areas of professional interest and to acouaint them with the
rission and tasks of *he Coast Guard,

D, On campus each trainee pursues the curriculum prescribed for
his educational objective, ‘

FACILITIES AND EQUIPMENT 10 BE USED IN TRAINING

At Coast Guard Headquarters there is a technical library, a
central film library, projection equipment and other visual aids,
reviewing rooms, classrooms, and an auditorium all of which are
avallable to assist in furnishing and reinforcing the on-the- job
training phases of students in this program, Simildar facilities

arc avallable for this purpose at Coast Guard Distriet Offices
and Headquarters Units,

Other specialired facilities are available which are specifically
adapted to the duties and functions of certain study options
included in the Cooperative Work-Study Program of the Coast Guard,
For example: accounting studerts working in the Office of the
Comptroller will have access to various officlal acecunting
records and controls, accouniing reconeiliation staiements,
financizl reports, and other similar documentation which will

LS4
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thoroughly familiarize them with a large scale, practical
accounting system necessary for efficient control of funds

and property of a large agency, In addition, they will par.
ticipate in bid.opening ceremonies and evaluation of bids
leading to contract awards, As part of the work phase of the
program, official visits are arranged to several Coast Guard
inventory stocking points, The Coast Guard has an IBM - 1410
data urocessing system with a variety of peripheral and auxil-
iary equipment which also will be utilized in training students
in the comptrollership function, During a training period of
thirteen weeks in this area, students may be scheduled to attend
IBM - 1410 programer or systems analysis classes conducted by the
Internatlonal Business Machines Corporation,

In addition to the usual standard equipment such as drafting
instruments, calculators, comptometers, and slide rules, other
speclalized equipment and instrumentation is availablie for
training use depending upon the specialty of the engineering
options in which the students® interests lie, Typically such
equipment includes precision electrical measuring instruments,
surveying equipment, bullding products samples, electronic test
equipment, integrators and planimeters, ship models, ship curves,
battens and ducks, aircraft models, and various other visual and
demonstration aids such as lanterns, flashers, and lanp changers,
The Office of Engineering also has an IBM 1130 computer system
and an IBM 1410 computer system together with a varlety of
assoclated equipment available for use of the engineering staff,

XI  TRAINEE STANDARDS OF SATISFACTORY PERFORMANCE

A, Chiefs of units in which cooperative students are assigned
will maintain a current progress record for each trainee,
Entries will be made weekly, bi-weekly, or monthly on
Form CGHQ-3744 (Rev, 1.59) showing for each of the work
elemen:s involved (as shown in Item V, Outline of Training
Program), the number of howrs devoted to each element of
training in which the trainee participated and an adjective
rating of weak, fair, average, very good, or excellent for
each rating factor,

B, 1If an element or factor is rated weak or fair, special
emphasls will be glven to the weakness in the succeeding
week(s),

£, The ssctiun chief to whom the trainee is assigned will
discuss progress to date with each trainee at the end of
each weekly or bi.wsekly period.

D. Progress of each traines will be reviewad by ths division
chief at approximately semi nonthly intervals, Progress
records will be continuallv avallable for review by the
supervisory division chief and the Chief, Civilian
Personnel Division, or their designated represnetatives,

O
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Any trainee who fails to attain satisfactory progress will
be dropped from training status,

During the final week of training for each grade level, all
assignments of thr trainee will be observed or reviewed by

the division chief or his designated representative, and a
rating will be assigned on all rating factors,

_ 56 _
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DEPALTMENT OF
TRANSPORTATION
U. 5. COAST GUARD
CG-3744 (Rev. 4-67)

STUDENT TRAINEE ASSIGNMENT RATING FACTORS

PERICD ENDED

TRAINEE

WORK ASSIGNMENT(S)

HO, HOURS ON ASSIGNMENT
THIS ¥ORK PERICD

scoring gooe: (1) Weak
(2) Fair

{3) Average
{4) Very Good

(S) Excellent

MOURS LEAVE GRANTED

ANNUAL

Jofx:ﬂ (Specify typa)

RATING FACTORS

(See reverse for definitions)

SCORE
{Circle applicable code)

—Fll’i
REMARKS

(Use raverse I more space is needed)

(1) Ability to learn and
profit by experience

1 2 3 4 5

(2) Judgment and Discretion

(3) Tnitialive

R . ] I ——— ]
{4) Dependability 1 2 3 4 5
(5) Industry 1 2 3 4 5
R T S ]
(6) Siability and Adjustment 1 2 3 4 5
S D O —
(7) Work Habits 1 2 3 4 5
(B) General Abilaty 1 2 3 4 S
() Interest in Assignment(s) 1 2 3 4 5
TOTAL

CENERAL COMMETS: (L'so roverse il more 1pese /e needed)

Appraissl - Treinee (should) (should not) be ccnlinued in the program.

AEVIERING OPPICIAL
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DEFINITION OF RATING FACTORS

1, Ability toc Learn and Profit by Experience

Consider the treinee’s mental ability tn learning new
concepts, methods, procedures and technlques, as
well as his ability to retain and use such knowledges
end skills,

2. Judgment and Discretion

Consider the wisdom of the trsinee’s decisions in the
absence of detailed explanation, how he handles un-
usual situations and what degree of self-reliance is
shown.

3. Initiative

Consider the frainee’s imagination and ability to
think along original creative lines and his willing.
ness to initiate action.

4, Dependsbility

Consider whether or not the treinee can be depended
upon to carry Lheough an assignment and how reliable
and conscientious he is, Consider the willingncss of
the trainee to assume the responsibilities necessaty
{o accomplish the assigned task{sk

5. Industry

Consider the diligence shown by the trainee in ac-
complishing the completed task,

6.

Stability and Adjus/ment

Consider the trainee’s relationship with his working
gzoup, his conformance and adaptation, the harmony
with which he wotks with others. Consider his re-
action to changing assigrments and conditions and
his reactions to situations which were not anticipated,

Wotk Habits

Consider the neatness and thoroughness of his work,
parlicularly as reflected in the quality of his finished
task(s) Consider the way in which he plans and
otganizes Lhe work assigned, the effective utilization
of tire and effort, and his application of safe prac-
tices which have been taught.

. General Ability

Consider the trainee’s overall ability in relation to
his educational level, work asslgnments completed,
length of time ~mployed by Coast Guard, and maturity.
Consider whether his skills and aplitudes lend them-
selves not only to the immediate task(s) but to future
Coast Guard employment after training,

Interest in Assignment(s)

Consider the ‘raince’s curisity and enthusiasm for
the work assigned in the immediate work period,

GENERAL COMMENTS AND REWMARKRE CONTINVED

ERIC Clearinghouse

JuL2 2197

on Adult Education
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